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Introduction

The Health & Homeland Alert Network (HHAN) is a web-based computer application that semi-
automatically disseminates information via a web portal, email, and telephony. The HHAN began as the
Health Alert Network (HAN) and still fills this role. Homeland was added to the program name in 2004
to more accurately describe its employment as an alerting system for emergency preparedness and
emergency management.

Health Alert Network (HAN) Mission

Ensure that each community has rapid and timely access to emergent health information; a cadre of
highly-trained professional personnel; and evidence-based practices and procedures for effective public
health preparedness, response, and service on a 24/7 basis.

About the HHAN v2.0 Basic User Guide

The HHAN User Guide covers the day-to-day user operations working through HHAN web portal to
configure the user’'s User Profile, send and receive Alerts, post News Items, and access the Main Group
Shared Folders. The HHAN User Guide contains an overview of HHAN v2.0, provides descriptions of its
functionality, and shows you how to accomplish specific tasks.

Quick Start

The Quick Start section guides new HHAN users through the process to enroll and configure their
account to receive alerts and how to confirm receipt of alerts. It is intended to get new users up and
running as quickly as possible to receive and confirm HHAN Alerts. Users should read the complete
HHAN 2.0 User Guide for information concerning creating News ltems, sending Alerts, and accessing
the Main Group Shared Folders.
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HHAN v2.0 Quick Start

The following section guides new HHAN users through the process to enroll and configure their account
to receive alerts and how to confirm receipt of alerts. It is intended to get new users up and running as
quickly as possible to receive and confirm HHAN Alerts. Users should read the complete HHAN 2.0
User Guide for information concerning creating News Items, sending Alerts, and accessing the Main

Group Shared Folders.

All user data including contact information, password, telephone PIN, and alert settings are inputted on
the “User Profile” screen. HHAN Users must keep their User Profile up to date to ensure the proper
delivery of Alerts.

Configure Your User Profile

1. Access your User Profile

If you received an email invitation:
Access your HHAN User Profile screen by clicking on the link at the bottom of your emailed
HHAN invitation.

If you were given your username and password:
1) Navigate to www.mass.gov/hhan using your web browser.
2) Access your User Profile by clicking on either the “Profile” link on the top of your screen
or the “User Profile” link under Actions.

2. Enter your information into your User Profile
Required fields are marked with red asterisks.

You may pick your own username but you cannot change it once you have saved your User
Profile. Please write down your username!
Passwords must contain at least one upper case letter, a lower case letter, and a number. Your
password must be at least eight characters long.

0 “Passwordl” is an example that comports to these rules.
Your telephone PIN is a four digit PIN that you choose. You will be asked to enter your
telephone PIN before a telephonic alert is read to you.
You can receive the first 160 characters of an alert on your cell phone via text messaging.
Enter your 10 digit cell phone number as an email in the “Alpha Pager Email” field. Each
cellular carrier has a different email protocol. Some common carriers’ email protocols:

0 Verizon - #@vtext.com
Nextel - #@messaging.nextel.com
Cingular — #@cingularME.com
AT&T Wireless — #@mmode.com
T Mobile — #@tmomail.net
Sprint — #@messaging.sprintpcs.com

O0O0OO0Oo

e.g. “6175551234@yourcarrier.com”

(continued on next page)
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e You can specify up to four locations to be alerted for each Alert Priority Level. It does not
matter in what order you list your desired locations. Non-telephonic alerts i.e. emails will be
sent immediately. Any listed telephones will be called 10 minutes after an alert is sent if you do
not confirm using another method. It is highly recommended that HHAN users list at least one
email address under each Alert Severity Level in their User Profile.

NOTE: Please do not use any shared telephone lines for receiving alerts. The HHAN will not
announce to whom an alert is addressed.

3. Click “Save Profile” — You are now set up to receive HHAN notifications.

4. Click on “Back to Main Page”

Your Main Page

Your Main Page lists your latest three Alerts and latest three News Items drawn from all of your Main
Groups.

Each HHAN user belongs to one or more Main Groups. Boards of Health, Hospitals, and the MDPH are
examples of actual Main Groups on the HHAN. You can return to your Main Page at any time by
clicking the “Home” link. For more information about Main Groups see the “Main Group Pages” section
of this manual.

News and Alerts
Click on the Alert or News Item title to read an Alert or News Item.

Both News and Alerts are types of informational bulletins posted by Group Managers according to the
Group protocol. Posting an Alert triggers the natification system while posting a News item does not.
Both have a title which is also the link to the Alert/News Details Page. The Alert/News Details page
displays all of the specific details for that particular bulletin. You can confirm an Alert from its Details
page by clicking on “Confirm”. Any attached files are accessible via links at the bottom of the Details
page. For more information about News and Alerts go to the “News Items” and “Alerts” sections of this
guide.

Group Pages
Group Pages display Alerts and News for that Group.

Each Group on the HHAN has a dedicated Main Group page only accessible by members of that
Group. Clicking on the “Groups” link on the top of the page will present a complete list of your
Main Groups. Protocol Groups are displayed as a drop down menu inside the parent Main Group
entry. Each user’s top three Main Groups are also listed on the left side of the Main Page. Clicking on
a Group title will take you to that Main Group Page. Main Group Pages appear very similar to your Main
Page although there are key differences. Main Group Pages only display Alerts and News Items
pertinent to that Group. Main Group Pages also have a Shared Folder for posting and retrieving files.
Many Main Groups will also have Protocol Groups. These are, in effect, sub-groups that behave
basically the same as the Main Group.
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Receiving and Confirming Alerts

HHAN Alerts can be confirmed in three ways — Email, Telephony, and the HHAN web portal. NOTE:
HHAN alerts can be delivered via text messaging but you cannot confirm an alert via text messaging.

A. Confirming Email Alerts
1) The HHAN Alert will be delivered by email.

2) Read the email.
3) Click on the link to confirm.

B. Confirming Telephonic Alerts

1) Answer the call vocally — this triggers the text to voice program.
2) Enter your four-digit Telephone PIN when prompted.

3) Listen to the Alert message.

4) If necessary, press 2 to repeat the message.

5) Press 1 to confirm the Alert.

C. Confirming an Alert via the HHAN web portal
NOTE: Many HHAN Alerts have associated files. The files may only be accessed via the
web portal.
1) Login to the HHAN.
2) Click on the Alert title to access the Alert Details Page.
3) Read the Alert.
4) Click on “Confirm” to confirm.
5) Links to attached files appear at the bottom of the Alert Details Page.

HHAN Users should read the entire Basic User Manual as soon as time permits.

Please contact the HHAN team for assistance or with questions: alert.network@state.ma.us
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System Overview
Accessing the Health & Homeland Alert Network (HHAN)

An Internet connection is required to access the HHAN. Most standard web browsers are supported.
e Apple Safari v1.2+
e Microsoft Internet Explorer v6.0+
e Mozilla Firefox v1.5+
e Netscape Navigator v6.1+

Open your web browser and navigate to http://mass.gov/hhan. Present your login credentials. You
will be sent to your Main Page.

Users can initiate a password reset by clicking on “Forgot Password?” and entering their username.

Users enrolling onto the HHAN using an emailed invitation letter should click on the link at the bottom of
that email to begin the enrollment process. Use the “Setting up Your HHAN Account” section of this
manual for guidance.

If you do not have HHAN login credentials please send an email to alert.network@state.ma.us to
request an account. Please include the following information:
e The organization for which you work.
0 A brief description of your duties so that we can properly configure your account.
e A telephone number where we may reach you.
e Your work email address.

http://mass.gov/hhan

IMPORTANT NOTE ABOUT BOOKMARKS: Please bookmark the URL above and not where

you are redirected. The site to which you are redirected may change. Using this URL will ensure
that you are always accessing the proper portal.

Your Main Page

Each HHAN user belongs to one or more Main Groups. Boards of Health, Hospitals, and the DPH are
examples of actual Groups on the HHAN. Your Main Page lists your latest three Alerts and latest three
News items drawn from all of your Main Groups and Protocol Groups. (NOTE: The HHAN simply
displays the three latest alerts not the three of highest priority. Please visit each of your Groups to
ensure that you do not miss an important alert.) You can return to your Main Page at any time by
clicking the “Home” link. Please see the “Main Page” section of this manual for more information.

News Items and Alerts

Both News Items and Alerts are types of informational bulletins posted by Group Managers according to
the Group protocol. Posting an Alert triggers the notification system while posting a News item does
not. Both have a title which is also the link to the Alert/News Details Page. The Alert/News Details
page displays all of the specific details for that particular bulletin. You can confirm an Alert from its
Details page by clicking on “Confirm”. Any attached files are accessible via links at the bottom of the
Details page. Please see the “News Items” and the “Alerts” sections of this manual for more
information.
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Group Pages

Each Group on the HHAN has a dedicated Group page only accessible by members of that Group.
Clicking on the “Groups” link on the top of the page will present a complete list of your Groups.
Each user’s groups are also listed on the left side of the Main Page. Clicking on a Group title will take
you to that Group Page. Group Pages appear very similar to your Main Page although there are key
differences. Group Pages only display Alerts and News pertinent to that Group. Main Group Pages
also have a Main Group Shared Folder for posting and retrieving files. Many Groups will also have
Protocol Groups. These are, in effect, sub-groups that behave the same as the Main Group.

Permission Levels

HHAN users are assigned one of four permission levels for each Main Group and Protocol Group to
which they belong. Main Group Shared Folder permissions only apply to Main Groups. Protocol
Groups do not have Shared Folders.

Read Only — Users can read News Items, receive Alerts, and view files in the Main Group Shared
Folder. Users cannot post News Items, send Alerts, or modify the Main Group Shared Folder.

Read and Write News Only — Users can post News Items for this Group and have full posting/modifying
access to the Main Group Shared Folder.

Read and Write Alert and News — Users can post News Items and send Alerts to this Group. Users also
have full posting/modifying access to the Main Group Shared Folder.

Main Group Admin - Users can post News Items and send Alerts to this Group. Users also have full
posting/modifying access to the Main Group Shared Folder. Users can create HHAN User accounts
and can join existing HHAN users to this Main Group and all its Protocol Groups.

A User’s permission level for their top three Main Groups are displayed in parentheses under Groups on
their Main Page. A User’s permission levels for their top three Protocol Groups are displayed in
parentheses under Groups on the corresponding Main Group Page.
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Setting up Your User Profile

Every HHAN user maintains their own User Profile. HHAN users must keep their User Profile
information up to date in order to receive all of their alerts.
1) Access your User Profile. There are three ways:
a. Click on the link at the bottom of your emailed HHAN invitation.
b. Click on the “Profile” button on the Command Bar.
2) Click on the “User Profile” button under Actions on your Main Page.
(continued on the next page)

Fems | Prfle | At | Hrws | Omage | UseeiLiet | Halp |

Welcome Scott Kenheld! Logaul |

Main Page

Actinis Alerts

: Hew Al M ¢ (rmpiainds Abost Hand

Ll e OMere 3 Aot Hind | Viewed O 0406 MRS T)
v Ui o b iy m

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT
HHAN questions or comments? Email: alert.network@state.ma.us

11



Massachusetts Department of Public Health Version: 0.1
Bureau of Communicable Disease Control ’ ’
Health & Homeland Alert Network (HHAN)

HHAN Basic User Guide Date: 4/26/2007

3) Enter your User Profile’s Main information (** denotes required fields).

a.
b.

Prefix as appropriate

**User’s enrolling via an invitation may pick their Username — once this is saved it
cannot be modified.

**Password — passwords must be eight characters or more; must contain at least one of
each: small and capital letters and number(s).

*Re-enter password — this must match the Password field.

**Telephone PIN — Users choose a four-digit Personal Identification Number (PIN) that
must be entered to receive telephonic alerts.

**Eirst Name — User’s first name. Spaces are not allowed.

NOTE: A common error is to enter a space after the first name. This will produce a
“first name invalid” error. If this happens then remove the space.

**_ast Name — User’s last name. Spaces are not allowed.

NOTE: A common error is to enter a space after the last name. This will produce a “last
name invalid” error. If this happens then remove the space.

Organization — free text field. Please enter the organization for which you work.

Title — free text field. Please enter your job title.

Degree — free text field. Please enter any degrees that you have earned.

(continued on the next page)

User Information

" Indicates a required field

Ilain Imfarmation:

Prefec k
Fr st Wiz
L&t Haime
Llserrcamse :

Pagsward

11

(Eigh charachess or more; must conlain small and capital lefers and nurmbers) minsdh

Re-type Password ; |

Tedephine PIN -
Ovgganization:
Tithe:

[egres:

12

(Elght characiess or mare; must contain small and capial [eters and numberis) mizeds)

™ [This muesd be 4 digs)

11

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT
HHAN questions or comments? Email: alert.network@state.ma.us



Massachusetts Department of Public Health Version: 0.1
Bureau of Communicable Disease Control ’ ’
Health & Homeland Alert Network (HHAN)

HHAN Basic User Guide Date: 4/26/2007

4) Enter your User Profile’s Work Contact information (** denotes required fields).
a. Work Location — free text field. Please enter your work location e.g. Anytown Town
Hall.
b. Work Address — free text field. Please enter the street address of your Work Location.
Work City — free text field. Please enter the city or town of your Work Address.
Work State/Province — validated for U.S. States and Canadian Provinces. Please
select the state/province of your Work Address.
e. Work ZIP/postal code — free text field. Please enter the ZIP/postal code of your Work
Address.
f.  **Work Email — email address field. Please enter your work email address.
NOTE: The HHAN uses the Work Email field as a unique identifier for user
administration. Only one HHAN account per discrete work email address is permitted.
g. **Work Phone — numerical field. Please enter your ten-digit work telephone number.
Do not use parentheses or hyphens. Extensions are not supported. Extensions will be
included in the next HHAN release.
h. Work Fax — numerical field. Please enter your fax machine’s telephone number.
(continued on the next page)
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5) Enter your Home Contact information. This information is not available to other HHAN users.

a. Home Address — free text field. Please enter your home street address.

b. Home City — free text field. Please enter the city or town of your Home Address.

c. Home State/province - validated for U.S. States and Canadian Provinces. Please
select the state/province of your Home Address.

d. Home ZIP/postal code — free text field. Please enter the ZIP/postal code of your Home
Address.

e. Home Phone — numerical field. Please enter your ten-digit home telephone number.
Do not use parentheses or hyphens.
(continued on the next page)
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6) Enter your Alternate Contact information. These fields are not required but can be used to
receive HHAN Alerts.
a. Cell Phone — numerical field. Please enter your ten-digit cellular telephone number.
b. Numeric Pager — numerical field. Please enter your ten-digit numeric pager telephone
number. The HHAN does not issue alerts via numeric pager.
c. Alpha Pager Email - You can receive the first 160 characters of an alert on your cell
phone via text messaging. Enter your 10 digit cell phone number as an email in the
“Alpha Pager Email” field. Each cellular carrier has a different email protocol. Some
common carriers’ email protocols:
i. Verizon - #@vtext.com
ii. Nextel - #@messaging.nextel.com
iii. Cingular — #@cingularME.com
iv. AT&T Wireless — #@mmode.com
v. T Mobile — #@tmomail.net
vi. Sprint — #@messaging.sprintpcs.com

e.g. “6175551234@yourcarrier.com”

d. Alternate Phone — numerical field. Please enter the ten-digit telephone number of an
alternate line that you wish to use. Do not use parentheses or hyphens. Extensions
are not supported. Extensions will be included in the next HHAN release.

e. Other Means of Contact — free text field. Use this field to list/describe another means of
reaching you. The HHAN does not alert using this field.

(continued on the next page)
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7) Select your Alerting Preferences.

Please use the drop down menus to select up to four locations (work email, work
phone, cell phone, etc) for each level of HHAN alert.

Do not be concerned with the “order” of the locations you list. Emails including Alpha
Pager Emails are sent immediately upon an Alert being issued. If a HHAN user does
not confirm via email then all listed telephone locations will be called. If no locations are
listed then the only way to receive an alert is to visit the HHAN web portal.

These Alerting Preferences cover all Groups to which a HHAN user belongs.

You must have entered the proper contact information for a selected location to receive
a HHAN Alert.

Do not select telephone numbers used by more than one person (e.d., main office
telephone numbers). The HHAN does not announce who it is alerting.

It is recommended that HHAN users do not select telephone locations for Minor level
alerts.

Alerting Preferences:

16

Extrema: | Work Phane = | wiark Email M
|I:Z|_=,III:'h|:rE j [Alpl'l:l pager Emai j
Sovare: | Cell Fhone El ["-"-.l':lﬂi Fhone 3
|+‘-.I|:-hﬂ pager Email j [”-‘u':lrl-f E mail j
Modler ate; |Alphc-. pager Email j [Uell Fhone j
|'-.".-'|:|'4; Ernail :J ['1-‘|.l':|r|-r Fhane ﬂ
Hinor: ----- = |----- 5
[----- hd |ﬁ~|p|-&pﬂg-:~rE|-|m =
Uinkenimwm: | ————— j [ ----- j
== ] [ ]
Subarnit ] FReszat ]

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT
HHAN questions or comments? Email: alert.network@state.ma.us



Massachusetts Department of Public Health
Bureau of Communicable Disease Control
Health & Homeland Alert Network (HHAN)

Version: 0.1

HHAN Basic User Guide

Date: 4/26/2007

Your Main Page

Main Page Overview

Each HHAN user belongs to one or more Main Groups. Boards of Health, Hospitals, and the DPH are
examples of actual Groups on the HHAN. Your Main Page lists your latest three Alerts and latest three

News items drawn from all of your Main Groups and Protocol Groups. (NOTE: The HHAN simply
displays the three latest alerts not the three of highest priority. Please visit each of your Groups to
ensure that you do not miss an important alert.) You can return to your Main Page at any time by

clicking the “Home” link.

Your Main Page contains:

1. Command Bar — see “Main Page - Command Bar” section for more information.
2. Your Name
3. Actions — see “Main Page - Actions” section for more details.
4. Groups — see “Main Page — Groups” section for more details
click on the “More” button to access your “Groups” page
5. Alerts — the latest three Alerts issued from all of your Groups.
Click on the “More” button to access your “All Alerts” page.
See the “Alerts” section of this manual for more information.
6. News — the latest three News Items from all of your Groups.
Click on the “More” button to access your “All News” page.
See the “News Items” section of this manual for more information.
| Bome | Prefils | Alers | Hews | Oeoupe | UOese List | Help | @
Welcome Seott Fenfield! @ ﬂ'L""I
Main Page
Auctions Alerts 5 ; ?
Crests . Hew Ller B Moie & Ahoai Hani .
Vigwaed CE0T 4. 06 D000:51)
Creid o News lim WM
User Profile @ IThis morte (i i - ikt i
_ A Tosl mossage Uhndmesd [Fa el SRS IR IS T ]
LEEiTIE
LBOH (MaisGrap Ades) e
HHAN (M Qmp Adin) 0 Ped Food Rescaits Viemed M0 T
SMARTTESTOROUF (Main tfn FL
Oorep Admind @ Bl
Mem Mews
At | Liniawssd 20T 0406 Bh-16:86)
O Moe 5 Bbme Hand .
Umaewed AN - ek BLHIG 1)
o Pei Fond Recalls Uimaewed AT M- HE14:55)
e Pelope
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Command Bar

The HHAN Command Bar is presented on all HHAN pages. It contains several buttons used to quickly
navigate to important HHAN pages.
The Command Bar buttons are:

1) Home - this button accesses your Main Page.

2) Profile — this button accesses your User Profile.

3) Alerts — this button accesses your “All Alerts” page. The “All Alerts” Page lists all alerts that you
have received or sent.

4) News — this button accesses your “All News” page. The “All News” Page lists all News Items
posted to your Groups.

5) Groups — this button accesses your “All Groups” page. The “All Groups” page lists every Group
to which you belong and displays your permissions in those Groups.

6) User List — this button accesses the “Users List” page. The “Users List” page displays every
HHAN user sorted by username. Use the Find function of your browser to find the person for
whom you are looking.

7) Help —the help feature of the HHAN is not fully implemented. Please direct questions to the
HHAN inbox at alert.network@state.ma.us.

[Tt qr . : .
@ Mazs - . : Healih and Hnﬁma'ﬁﬂ Alert Network

Horwe | Paofie | Klets | Hews | Goonps | s List | Bedp |

Main Page
Bclians Klers
b Criadn i Hior Rt B Hamy & Disfel Dark Chac ol ale 5 o S e e
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Main Page - Actions

These actions are always presented on your Main Page regardless of your permissions.
1) Create a New Alert — this button will begin the process to create an Alert. A red warning will
appear on that page if you do not have rights to alert any Group.
2) Create a News Item - this button will begin the process to create a News Item. A red warning
will appear on that page if you do not have rights to post News for any Group.
3) User Profile — this button accesses your User Profile.

Main Page - Groups

The top three Main Groups to which you belong along with your permission levels are listed. The Main
Group titles are links to that Main Group page. Click on the “More” button to access your “All Groups”
page.
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Main Group Pages

Each Group on the HHAN has a dedicated Main Group page only accessible by members of that
Group. Clicking on the “Groups” link on the command bar will present a complete list of your Groups.
Each user’s top three Main Groups are also listed on the left side of the Main Page under “Groups”.
Clicking on a Main Group title will take you to that Main Group Page.

Group Pages appear very similar to your Main Page although there are key differences
e Main Group Pages only display Alerts and News Items pertinent to that Group.
¢ Main Group Pages also have a Main Group Shared Folder for posting and retrieving files.

e Many Main Groups will also have one or more Protocol Groups. These are, in effect, sub-
groups that behave the same as the Main Group.

A Main Group Page contains:
1) Command Bar
2) Actions — see “Groups Pages — Actions” for more information.
3) Protocol Groups — see “Group Pages — Protocol Groups” for more information.
4) Alerts — the latest three Alerts sent to this Main Group
5) News — the latest three News Items posted for this Main Group

Hiere | Poile | Aleris | Hew | Coripe L':luL:ﬂI@

Welcome Scott Kenfiekd! Liosgooed

Current Main Group: LBOH [MA Local Board of Health Users]

Main GI"DUE
Actinng @ Alerts
BackTa gt £ Mirar te weather, as
M g e Fber of Gpm Sendaynight e SEDC | Cancoled | (2007.04.95 Meaz
will bz acl i
Gaip hulsissataii
ewm fidmeiartetian.
O HuTy & Dadd Dark Chicoliie . 2
Proiocel Groups Cleesi i & il el B E ) e R
EEGILEOH (Froloeal Darap Adei)
» M HWIEE Wiewed | [2MIT-OZE-28 865
Comndgininig) Waiitala Toster Vs
w iz
Hews
nm_.@amm
Comimienc Hisp | Unvdirmiesd | (ANIT-04-17 DA OHE)
Challenges.
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Main Group Page - Actions

Links to perform certain Actions are displayed under the “Actions” Header. These Actions are
dependent upon each user’s permissions for that Main Group. It is normal to see different Actions
available for different Main Groups.

1) Back to Main Page — this link accesses your Main Page.

2) Main Group Shared Folder — this link accesses the Main Group Shared Folder for that specific
Main Group. Please see the “Main Group Shared Folders” section of this manual for more
information.

3) Group Administration — this link is used by Main Group administrators.

4) User Administration - this link is used by Main Group administrators.

Main Group Page - Protocol Groups

The three top Protocol Groups to which a user belongs are listed here. Click on the “More” to display
your “All Protocol Groups” page. See the next section for additional Protocol Group Page information.

Protocol Group Pages
Protocol Group Pages are Group Pages accessible to certain members of a Main Group. They are in
effect a sub-group of a Main Group. Protocol Groups allow the targeted dissemination of information.
Protocol Group Pages are the same as Main Group Pages except for two differences:

1) Protocol Group Pages do not have Shared Folders.

2) Protocol Group Pages do not have subordinated Group Pages.

Examples of Protocol Groups.

Main Group Example Protocol Groups Ex. Protocol Group Members

LBOH (Local Boards ABINGTON Abington Public Health Staff

of Health) REG1LBOH All Region 1 Public Health Staff
All Hospitals Emergency

EP
HOSP (Hospitals) Preparedness Staff
REG1 All Region 1 Hospital Users
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News ltems

News Items are informational bulletins posted on the web portal. News Items do not trigger notifications
via email, telephony, or text messaging.

Reading a News Item

The three latest News Items for a Main Group or Protocol Group are displayed on the bottom half of that
Group’s page. The News Item’s title, status, and date/time stamp are displayed above the message.
To access all News Items click on the “More...” link under News or the “News” link at the top of your
page.

1) Click on the News Item Title to open the News Item Details Page

| Home | Prefils | Alere | Hows | Omuope | Ueses List | Help |

Weleome Seott Kenfield! _Logout |
Main Page
Acions Alerts
o Ao 9 lharn Compisioin fiand tnd | Viwed (20071406 SL0051)
Crnk i Fbws [hidn Ww. .
u*rpﬂh‘ Thi e L o i -.I:...I.- .'-. .'.:'\. [P ..:'\. e ba 2 _.':_:.- I'.I'..""...'
abveat e saliediation af food esisbd(zbodnts o Misashut B fand waibing pasier sal |
sage | U 4.4 W05T:47)
F a Tesl mes [l
LBOH (Max Gy Ades)
AN (M Deoup Adin] 0 Ped Food Recalls | Viewed (2007400 72T
SMARTTESTOROUF (Main [Chrck fh FOH ot for apvifes @ weew e powiscinparamotiopisiefGod fim)
Ornorep Audmind o Mo
o Ko Mews
£ Energgy Chib Cabfornia .
il D | crrotss st
O Mo = Al Hand | Uniewed (070406 B3 44)
npgmmm@ | Unviewed (07405 14:44:55)
o Pilon
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News Items Details Page

Click on the News Item title to open the News Item Details Page.
The News Item Details Page provides information including:

1)
2)
3)
4)
5)

6)

Title
Owner
Main Groups where Item is posted
Date/Time Item was created
Status when Item was opened
a. Unviewed
b. Viewed
c. Updated
d. Cancelled
Item Body
Links to associated uploaded files

News Page

| Update Mews | Wiew History | | Back oAl Wews Page |

News Information:

Meswss Title: Mini-Fanum on: Addolescent Sexsality and Public Health™ Apeil 2dih
Mesws Dwmer @ skenfisld]

Mesws Groups : LECOH v [ View Mews Groups and Usars '

Crgsalied Tome 2718 05437

Mews SIS @ Uerirmed

riday, April 20, 2 SCate
News Hatification : Laboratory Iestitut Flease see
the mttached file= for regastration details.
Uploaded File[s]: maiforum adolves doc

| Back To Al News page

Actions Available in News Item Details Page

1)
2)
3)
4)

5)

Update News — The News Item owner and Group Administrators may update the News Item.
View History — This displays the history of any updates made to this News Item.

View News Groups and Users — Readers can see which Groups received the News Item. The
News Item owner and Group Administrators can see for which users the News Item was posted
and which users have viewed the News Item.

Access Uploaded Files — clicking on the file name link will present prompt to save or open the
uploaded file.

Back to All News — this link will open the All News Items Page.
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Posting a News Item
Users will the appropriate permissions can post News Items.

24

1) On the Main Page click “Create a News Item”. From all other pages click “News” then “Create a
News Item”.

(continued on the next page)

| Hamme | Frofile | Aleis | Hews | Gooupe | Use List | Help |

Weleome Seott Kenlizld! ﬂﬂ':'-'.-l
Main PHgE
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F Crokd i Faaws | w
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Akl Geiation af R elabiiabdnrs io Misashuniny ko hand waibiog padvs sales |
3 [l message | Urnerwed (2007 .14 W0S5TAT
LTI
FLBOH (Main Group Ades)
# HHAN (M Qe Adin) @ Ped Food Recalls | Viewed (20071410 $07:2T)
P35 ROIE I:M.H.n [iFunck Py FOH reehocin for spicius af weewe iz povizciapacan oo pefGod i
Onrep Admind i [l
*HE - News
0 Enienify Chiily Heathy Callonmia Mi
Llindi il 2007 1M-106 BE16:
& Fansin Mi is: e laned Saffitas I .
Eir i Al e 2 Fael &
il (T T T il F
| Urnviewed 007040 PHG: 1)

wp Piloie:

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT
HHAN questions or comments? Email: alert.network@state.ma.us




Massachusetts Department of Public Health
Bureau of Communicable Disease Control
Health & Homeland Alert Network (HHAN)

Version: 0.1

HHAN Basic User Guide

Date: 4/26/2007

2) Enter the News Item Title.
3) Enter the New Item Body.
4) Click “Next”.
(continued on the next page)

Detail for Notification

Publish this notification as an:

= Wik Based News Notification

e

Tiws dem wall appesr on the HHAN only and wall' not reswll o
alert messages. Hecpents will 80 news items wihan they 107
wnbd the HHAM wab syl

Alen Hatification
- 10N
Recorents mil mosive a7 sleckmsic nolidcshon

mgueaing fraf fiey wen 2 deleied seruge on
e HHAN, Aled mejoreals dEy 65THE Meeial

A~
Notification Tithe: [News harn Tae ( 2 )

Hotification Body: This text can include secure notification defails.

rn1.:|:|,|@

Fuasal] Back o Mam Page |

Lots of pertinent and inceresting information that you won't WARE EQ

W9
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5) User can upload one or more files to be associated with this News Item. Click Browse.
a. Browse to desired file.
b. Click “Upload”.
c. All uploaded files are listed.
6) Click “delete” to remove files.
7) Click “Next” when uploading is complete or if no files are to be uploaded.
(continued on the next page)

ATy G e
T van_fh_
£ 24-07THA Ful POF E boepsr an
| Hiomss | Profie | Abis | Hews | Omos ' TERT1 5T TASS-4AST- AADR-ORE AN ADRE pof #pornaa
| 21 HHEN LBOH letter, dog TBTRs 30,
S | 21 MM Liser Guide Redu.doc - [
Welecome Scott Kenficld! |1 N s Guide doc | cF 1
| 3- L2-0THHARkclocshhoh smkedits doc 1227%
T i TR G- 4 T DR TR T o @ A
4
Upload Files for —
Fle rarmer [121306T accbeli cobupdaie.duc = (pen
D Flesoltpr  [aifie: =] Cance
Upload DocamentiOptisnall: -1 ?rﬂﬁTmballfmlmd:IE@w ugmi 5b }
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File Hamn File Size Artion
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8) Select the Groups to be notified by checking the box next to the Group name.
NOTE: “Select All” and “Deselect All’ commands are at the page bottom.

9) Click “Publish News”.

Select Groups for Notification

Select the relevant groups andior subgroups for odification,

¥ SMARTTESTGROUP { SMARTTE S TGROLP )

e [} SUBGROUF (sub graup)
I SUBGROUP2 (Sub Choup 2)
F SUBGROUPS (Sub Gooup 3)

oelect All Groups Deselect All Groups

()t
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Updating a News Item

The poster of a News Item owner and Group Administrators can update a News Item. Open the News
Item’s Details Page.
1) Click on “Update News”
(continued on the next page)

News Page
Lindahe Mews | Vigw Hiztory | Back fo A1 Hews Page |
Mews Information:
Tima: Massachuseits Departmsn of Public Heslth (MDPH] Areounces HHAN
’ Fgrabon Electrae 1 Gl 2004
Mews Owner alrlleld]
e G OIS LECOH ;I imsr Mews Groups and Users
Craated Tioms: 20070006 142622
Mews Shabes - TEoed
The Haas=schusetts Depactment of Public Hemlebh j
M s Rioticatnn : |HDFH) anncunces char che Healch £ Homelamd klserc
KBetwork [(HEAM) will migcste from bhe curcently
fielded BTES 3.0 prodosc ©O &N ITCEThally
deve loped appliceatiom on April 1, 2007, All HHAW
usEEs will heavre co reenEocll onco che Rew apacems. _ﬂ
Liplnadad] Filedsi HHALR Arooeresment doc

Back To All Mews page |
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2)

3)

4)
5)
6)

Set “Send Updated News to Recipients”
a. Yes —to repost the News Item as another “unviewed” News Item.
b. No - to update the existing News Item.
Set “Cancel this news:”
a. Yes —to change the News Item’s status to “cancelled”
b. No - to change the News Item’s status to “updated”.
The News Item’s Title can be changed.
Enter the updated News Item body.
Click Next.
(continued on the next page)

Update News Page

Back to All News Page |

Update Purpose :

Sendl updatad news
o Fecipeerts:

Cancel this news: IF@

MNews Information:

Mo =

77N\
News Title: [Title for Mews ( 5)

Hews Body

Hews Motific stion : @

Back To All Mews page | Rezet | Naulf :>
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7) User can upload one or more files to be associated with this updated News Item. Click
“Browse”.
a. Browse to desired file.
b. Click “Upload”.
c. All uploaded files are listed.
i. Click “delete” to remove files.
8) Click “Update News” when uploading is complete or if no files are to be uploaded.

i gt s S e
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Cancelling a News Item

The News Item owner and Group Administrators can cancel a News Item.
1) Open the “All News” Page by clicking on the “News” button on the command bar.

Ca—— 'y
: Healh and Hcﬁelanﬂ Alert Metwork

| Bozse | Profile | Alets | Hews | Geoeps | Uses List | Bedp |

Welcome Seott Eenfeld!

Main Page
Actians Aleris
b Croatn 4 Howr Rlet @ Hay & David Dark Chacolate

2) Click the “Cancel” link next to the appropriate News Item.

All News
Craale o Maws llem
[ Mesws: Ttk Staliss T Actions

Energy Club Healihy Calfonnia Mix & ; _

] i Nt Wikwed 20704406 L0146
More Complaints Ahout Hand Washing a

1 Urndewed 20070406 LDOZ4L

3 Pet Food ecalls Urnerwed 20070410 144435

4 [ e i) Cancelied 2070327 125545 [padate: 2 )

D

3 TRie for Kews Urnnewed 2007.03-27 125032 Update Cancel

6 Test hem Vitrmed 2070327 123142 Updale | Curd
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Alerts

Receiving Alerts

Alerts can be delivered via email, telephony, and text messaging. Alerts are also posted on the top half
of the appropriate Group page(s). It is highly recommended that HHAN users list at least one email
address under each Alert Severity Level in their User Profile to ensure that they always get an email
when a HHAN alert takes place.

Email Alerts

Email Alerts originate from “support@chip-dph2.tch.harvard.edu” and have “HHAN Alert: “ as the
subject. Please add the above email address to your email contacts list(s) to ensure that HHAN Alerts
are not flagged as unsolicited SPAM email. HHAN email alerts contain the following:

1) Alert title.

2) Group alerted.

3) Date/Time alert sent.

4) Message body.

5) Confirmation (not) required notification.

6) Link to confirm.

Confirming Email Alerts
1) The HHAN Alert will be delivered by email.
2) Read the email.
3) Click on the link to confirm.

Telephonic Alerts

Telephonic Alerts use a text to voice computer program to read an alert to you. Caller ID is unavailable
for the HHAN call center. Telephonic Alerts contain the following:

1) Salutation — “This is a message from the Massachusetts Alert Network.”

2) Telephone PIN prompt.

3) Alerttitle.

4) Alert message.

5) Confirmation (not) required notification.

6) Confirmation prompt.

Confirming Telephonic Alerts
1) Answer the call.
2) Enter your four-digit Telephone PIN when prompted.
3) Listen to the Alert message.
4) If necessary, press 2 to repeat the message.
5) Press 1 to confirm the Alert.
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Text Message Alerts

The first 160 characters of an Alert may be received via text messaging on a cellular telephone. Text
message alerts do not have a standard composition because of the 160 character limit. Text message
alerts usually contain:

1)
2)
3)
4)
5)
6)

Originating email account: “support@chip-dph2.tch.harvard.edu”
Subiject line: “HHAN Alert: “

Alert title.

Group alerted.

Time alert sent.

Partial alert body.

Alerts cannot be confirmed using text messaging.

Web Portal Alerts

Alerts are posted on the top half of alerted Group pages. The Main page only lists the three latest alerts
from all of your Groups. Please check each of your Groups regularly to ensure that you view all of your
alerts. Listing at least one email address in all five Alert Severity Levels in your Alerting Preferences
helps ensure that you do not miss an alert, because you will receive an email for every alert.

Confirming an Alert via the HHAN web portal

1)

Login to the HHAN.

2) Click on the Alert title to access the Alert Details Page.

3)

Read the Alert.

4) Click on “Confirm” to confirm

Nert Severity:
Alert Sensime ;

Coarfir maation Reguingd ;

Alert Page
“wienw Hishony Emck to All Alers Fage
Alert Information:
miert Title: FOAWATRS Agaln AT ATSEnie I1n MIner sl Water

Pelinca
Hia
Ha

Confirmed : Ha Confirm ‘ : ’

Rlert Osner 2 kpeandio

Ml Groups m Wiew Alert Groups and Users
Created Tima : 070324 11:17:50

Aot Stabus | e

Alert Hotification :

Mlert Message:

Upsoaed Filels):

FIHE Warns Agaln Aoout Arsenic in Hineral Water, Five
Brand= Recalled Within Last Month imported from
hrmenia

FIA Warn=s Again Abourc Arsenic in Hinersl Water, Fiwe
HBrmands Recalled Within Least Honth importced foom
Armenia

3-2-0TFDA Wamns fgain About Arsernic i Minem] Waber him
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Alert Details Page

The Alert Details Page can be accessed on the web portal. Click on the Alert title to open the Alert
Details Page. Each Group should have a published protocol to determine Alert Severity.

The Alert Details Page provides information including:

1) Title
2) Severity (one of below) Alert Page
a. Extreme
b. Severe
c. Moderate Alert Information:
d. Minor
e. Unknown Alert Titie:
3) Sensitive (one of below) Aert Severiy:
a. Yes Nlert Sensitive :
b. No Confirmation Required ;
4) Confirmation Required pren
(one of below) e
a. Yes At Grougs ;
b No oo
5) Confirmation Status '
(one of below)
a. Confirmed Alert Hotification :
b. No
6) Owner
7) Main Groups alerted
8) Date/Time Alert was created
9) Status when Alert was opened Alert Message:
(one of below)
a. Unviewed
b. Viewed
c. Updated
Upboaded Fileds):

d. Cancelled

Wiew Hishony Biack to All Aleris Fage

FoAWarns Again Aboat Arsenid in Mineral Waler
Iincr

Ha

Ha

Ho  Confirm
kperandio
A07.0%24 11:17:50

reviawed

Wiew Alert Groups and Users

FLL Warng Agaln Abour Arsenic in Himeral Water, Five
Brands Recalled Within Last Month imported from
AEWenia

FDL Warne Again Abour Arsenic in Nimersl Water, Fiwve
Hrends RFecalled Within Laat Month imported from
Armenia

3-26-0TFDA. Wams gain Aot Aeenic is Dlinems] Waber Tim

10) Alert Notification — This is text displayed on Web portal
11) Alert Message — This is text delivered via email, telephony, or text messaging.

12) Links to associated uploaded files

Actions Available in Alert Details Page

1) Update Alert — The Alert owner and Group Administrators may update the Alert.
2) View History — This displays the history of any updates made to this Alert.
3) View Alert Groups and Users — Readers can see which Groups received the Alert. The Alert

owner and Group Administrators can see for which users the Alert was posted and which users

have confirmed the Alert.

4) Access Uploaded Files — clicking on the file name link will present prompt to save or open the

uploaded file.

5) Back to All Alerts — this link will open the All Alerts Page.
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Sending an Alert
Users with the appropriate permissions can send Alerts.
1) Click on “Alerts” link at the top of the page.

NOTE: You can click on the “Create a New Alert” link on the Main Page. You will proceed to
step 3.

Ca—— Iy
: Healh and Hcﬁ!}lan'[‘] Alert Metwork

| Bozse | Profile | Alets | Hews | Geoeps | Uses List | Bedp |

Weleome Sc@mﬁ:ld? EE'

Main Page
Actians Aleris
b Cratn 4 Bowr M@ @ Hay & David Dark Chacolate

2) Click on “Create a New Alert”.
(continued on the next page)

All Alerts
Deuie-ubhwﬂartt :)
| et Tithe Sz Time Actions
[dora Complants Aboed Hand ‘Washing
Wi Z000-04-06 10051
Paster Comparsy
2 Tl imessagn Urisiewied 010404 | 005742 Updste Copee]
] Pt Fontd Alecalls Yhewed A0-0403 1 5070
' a Just atest | Undewed | ME-0A01 141046 Updde | Coneel
. b ] Tesd Ursnepsel] - 200530 141240 Update Cames]
] ; and Urasiewsad A0-03-29 0 =06
Castehtrann
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3) Enter the Alert title.
4) Enter the Alert body. This text field is posted on the web portal. This is not sent out via email or

telephony.
5) Click “Next".
(continued on the next page)

Detail for Notification

Publish this notification as an:

e Alert Notification: Web Basel News Hotification
e\ e

Recipuents will recetve an slschionc nolification requesiing Phig idew will mopess o the S only ard' wi¥ nod

hat My view @ cleladed’ measage on the HEAN Al mzull 7 aled HRITapes. Aeinieais mil e BeHT T

reciprenis may confimn recegat wies drey ing imi the AMAN wed syoew

—

Hotification Title: IErne-rI:hE Hotification Tite hene ( 3 >

Hotification Body: This text can include secure notification details.

Enter the Worification Body here

Fegel Eack 1o Main Page I @ Mend
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6) User can upload one or more files to be associated with this Alert.
Click “Browse” if desired.
a. Browse to desired file.
b. Click “Upload”.
c. All uploaded files are listed.
d. Click “delete” to remove files.
7) Click “Next”.
(continued on the next page)
Bt Seve
-_ml_ﬂ.l_
| beper an
| Homse | Profie | Aleris | Heos | Gmops U 7B | 67 TRES ARSD-ABDNDBECD T 1ADGE o e natal
8 |15 HHEM LBOH letter. doc "eTRs_ 20
8 713 MMM Licar Guide: Redu.doc L [
Welcome Seoft Fenficld! ) 75 BN s Guide: dox F\CFC 11

Upload Files for

3|3 | 2-0nHarkchcsbah srkedes doc
T i TR0+ TR TSP 790 pof u:nn-.ni-.

TR 1225

Fle ramer [121306T acchelil cobupdate doc

by tpands ..

Flesolhpe  [anfies

(o

LCance

Upload Documentilptisnall: £-! 8T ecabalIE colupdate doc) |Browsa. || Uploed
[Exch Ele masst be Jags then 200

Fila Hame File Size Action

El Alert Severlty Levals.doc MET Diekete
| HHAN Basic Usar Guide. doc 1550 KB [

Back o Main Page Hax ‘ : >
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8) Select the Groups to be Alerted.

NOTE: “Select All” and “Deselect All’ commands are at the page bottom.
9) Click “Next".

(continued on the next page)

Select Groups for Notification

Select the relevant groups andior subgroups for odification,

¥ SMARTTESTGROUP { SIMARTTESTGROLUF )
[} SUBGROUP (sub groug)
I SUBGROUP2 (Sub Choup 2)
F SUBGROUFS (Sub Group 3)

oelect All Groups Deselect All Groups ( : ) Mt I
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10) Select the Severity Level of the Alert. Refer to Group protocol(s) to determine the Alert Severity.

11) Flag the Alert as “Sensitive” as appropriate.

12) Flag the Alert as “Confirmation Required” as appropriate.

13) Enter the Alert Message. This text field is delivered via email and/or telephony depending on
the recipients’ Alerting Preferences.

14) Click “Publish Alert”.

Detail for Alert Notification

Alart Severity: [::tl:mm

Savers

)

ModErate

Unknown

Conflrmation

T Y " H
Required: = !

Sengitive: " Yes = Ho @

Alart Massage (This should Mot include sensitive or confidential data) :

Encer che LAlert Heaaage here

©

Hasel Back o Main Fage I Fublish Alar |
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Updating an Alert

The Alert owner and Group Administrators can update an Alert.
1) Open the Alert's Details Page or the “All Alerts” page.

2) Click on “Update Alert".

(continued on the next page)

Alert Page

@ Update Alert | View Histary | Backto All Alens Page |

Alert Information:

Al Tice: FDA Wianms: Again About Arsenic in M al Wale

Alen SEmaiihe Il macir

Al Sensilie Ho

Confimation Regquired:  Ho

Comnfirmed ; HWo  Confim

Alert Owener : lspmrandu

Al Groups : |I:IFIII'F'F' -I "iew Alard Groups and Users ]

Creabied Tirme : 207-03-26 111 7:50

Bl Status Viewed

) FDA Warna Again About Araenic in Hineral Water, Five

Alient Notification : Branda Racalled Within Laat Honth imported Lrom
Armemila
FOA Warna Again About Arsemic in Ninerml Water, Five

Aleri Message: fHranda Recalled Within Laat Honth imporzed from
Armenia

Updoaded Flleisk 3.26.07FDA Weene Apen Bhaul Areeser in Minemsl Websr him
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3)

4)

5)
6)
7
8)
9)

Set “Send Updated Alert to Recipients:”
a. Yes —to repost/resend the Alert.
b. No - to update the existing Alert.
Set “Cancel this Alert:”
a. Yes —to change the Alert status to “cancelled”
b. No - to change the Alert status to “updated”.
The Alert title can be changed.
The Alert Severity can be changed.
The Alert Sensitivity can be changed.
Confirmation required can be changed.
Enter the updated Alert Notification.

10) Enter the updated Alert Message.
11) Click Next.

NOTE: The “Reset” button will clear/reset all fields.
(continued on the next page)

Update Alert Page

Back o Al Alers Page |

Update Purpose :

Sapud ijudatend anim
in recipients:

Iﬁf : )
Cancel this slert m

Alert Information:

Adert Tike: |FI'I.-3. wimms Again Ahout Arzemicin Minansl Walar

Alnrt Sensmne: |"~||_ 'l'|

Coifirmatioe Requirad

- ®|—;@

©)

FPA ®arms Agaim About Ar==nic in Hineral Macer, Five

Alurt Netrdicahon : Erands Feo Within Lasc Homth imporced from
Armaniin
Fhhk ¥acem Agsin AbQuf Ac®enic in Minegal Mater, Five

Alurt Message: Erands F d Within Lasc Homth imported from
Armenin

Elace To All Alerts page Reset ﬂ@
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12) User can upload one or more files to be associated with this updated Alert.

a. Click “Browse”

b. Browse to desired file.

c. Click “Upload”.

d. All uploaded files are listed.
e. Click “delete” to remove files.

13) Click “Update Alert” when uploading is complete or if no files are to be uploaded.

42

1 i Apphcation Dervslopment Guidsines. do: et S

-
= aran_fh_
2 H-ITHA FUPOF 2 Jhepar an
| Homse | Profie | Alets | Hews | Geoops ™ ZEBT10ST- TASS 4650 AADA-DEECDEIN ADEE. pf #leornaa
| 21 HHEN LBOH letter, dog TBTRs 30,
S | 21 MM Liser Guide Redu.doc - [
Welecome Scott Kenficld! |1 N s Guide doc | CFC 1
| 3- L 207 HHA koo sboh swkedks doc THere 1223
T TR - £ T OSSI S T o B Cobirandin

4 |

Upload Files for —
Fle rarmer [12:13:087 acabelE cobpdaie.dac (12b fpsn
Cance

l Fidips  [arfis

Upload Docamentiptisnall: Ii!-'}[IEuTn-Ilballfmlmd:IEdcc Browsa. | Uploed
(Euch e mosst b Jags then 360 @

File Mame File Size Artion
@ E Adert Severlty Levels.doc M0 ER Dielete
El HHAN Basic User Guide.doc 0D Dkt
Beck o Main P__naa ﬁ@

DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT DRAFT
HHAN questions or comments? Email: alert.network@state.ma.us




Massachusetts Department of Public Health Version: 0.1
Bureau of Communicable Disease Control ’ ’
Health & Homeland Alert Network (HHAN)

HHAN Basic User Guide Date: 4/26/2007

Cancelling an Alert

The Alert owner and Group Administrators can cancel a News Item.
1) Open the “All Alerts” Page

Ca—— 'y
: Healh and Hcﬁelanﬂ Alert Metwork

| Bozse | Profile | Alets | Hews | Geoeps | Uses List | Bedp |

Weleome Scuggmﬁtld! EE'

Main Page
Actians Aleris
b Croatn 4 Howr Rlet @ Hay & David Dark Chacolate

2) Click the “Cancel” link next to the appropriate Alert.

All Alerts
Craafe & Maw Alert
At Tithe Salies Time Actions
[sore Complaints Aboed Hand YWashing
Yieed 200-0406 100051
Posier Comparsy
2 Tl imesEagn Urisiewid 010404 | 0574 Uipdate Caneel
] Pt Fond] Fecalls ] A0-0403 L5078 @
.d Just atest . LILET ] [ A01-040] 141004 . Upcate .
. 3 Tesd Ursnepsei] A.05-30 14120 Update Cames]
-] . and Urssiewsed A00-03-29 19 306
Castefmirang
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Main Group Shared Folders

Each Main Group has a Main Group Shared Folder. Main Group Shared Folders are used to save and
share computer files. The Main Group Shared Folders are not sophisticated Content Management
Systems. There are no file version histories, discussion threads, subscriptions, or check in/out features.
Users can only post, download, and delete. Deleted files and folders cannot be retrieved. Use caution
when deleting files.

Users with Main Group Reader permissions may view and download files from the Main Group Shared
Folder but cannot post files or modify the folder structure. Users with permissions to post News or send
Alerts and Administrators can post and delete files. These users can also modify the Main Group
Shared Folder taxonomy.

Main Group Shared Folder View

The Main Group Shared Folder view contains:
1) Links to the Main Group page and to your Main Page.
2) Search interface.
3) Taxonomical address of current view.
a. An “Up” button to navigate to the parent folder of the displayed folder. The Root folder
has no parent. (No up button appears in the example below)
4) Display of the current folders contents
a. Command links next to each folder and file.
i. Add
ii. Edit
iii. Delete

Current Main Group: SMARTTESTGROUP [SMARTTESTGROUP)

shared Folder

Back To bain Group | Back Ta Main Fage

Search:  [Erer e keveard bare @ [ File and Foldar Marme - Sauu:hl

©)
Address |/ @

& I{root) Add Folder 444 Fike
[ Test_Fabder AddFoldr  Add File
[ Patricks folder AddFoldr AddFik  Edit B Ciekle Foldes
O Scolts_Foider fidd Folder  fudd File E-i Duehete Foder
El EOD name list.doc NIKE Delete File
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Navigating the Main Group Shared Folder
The Main Group Shared Folder opens with the Root folder displayed.
1) Click on a folder name to open that folder.
2) Click on the “Up” button to close a folder and return to its parent.
3) Click on a file name to access that file. You will be prompted to either:
a. Open the file with the appropriate application.
b. Save the file.
4) Use the “Search” feature to quickly find files and folders. See the next section.

Current Main Group: SMARTTESTGROUP (SMARTTESTGROUP)

Shared Folder

Back T kain Group | Back Ta Man Fage |

N\
Search: |E'I|E" Fi kywiand e \f"jllv and Foldar Mame *| Sesrch

nadress |/ @

& I{root) AddFelder  AddFile
a Tm_ﬁt@ AddFoler  ASdFil
O) Patricks_sokder AddFokbr  AddFile  EditFolbr  Debele Fokies
O Scolts_Foider AdiFoidn  AdFl  EdtFolr  Debte Fokies
B mm@g TKE Delete File
Search: |Ererthe kenwnim hans [File: and Frirer Name =] Search
(Upening [ear Local Health Partner inyite te x|

You have chosen to open

Miliress: |/ ] Dear Local Health Partner invibe test.doc
which ks &: Microsoft ‘Waond Document
Fram: Rbkge: |fichip-doti2 b harvard adu

= Iroot

a sheud Fieefe: do with this fie?
L Test_Folder
W & [Gpenwil | Moot Office ‘Wivd (defalkt) 7|

[J Scors_Folder " Saveto Dk

Dielei= Filder
Dialete Fiokder

& ¢

Emm [T Do this gotomakicaly For Fles s this From e
mizw_EOD faimi i
E] Iear Local Health

£l Headsets in send E il

El FPP rodus.dor AEE ks Fis
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Searching a Main Group Shared Folder

Users can search all file and folder names in a Main Group Shared Folder or users can opt to include
the contents of Microsoft Word files in the search.
1) Enter the keyword in the search field
2) Select either
a. Search “File and Folder Name”
b. Search “File Name/Content and Folder Name”
3) Click “Search”
4) Links to folders that match the criterion are displayed.
5) Links to files that match the search criteria are displayed along with extracts from matching
content (if applicable).
6) If there is not a match a red warning will be displayed.
7) Click on the links to open the file or folder.

search Page

Back To Share Folder Page | Back To Main Pags |

Search: |HHAN @ [Flle- hemaCantant and Fnlr@me EI Sen
(1) Here are the folder names with “HHAN":
Folder Mame
O l-lu.l@

(23 There are mo Tile naames with "HHAN™.
(3 Here ane the Mie names shich oonbent contaiis “HHEN™:

File Mame File Content
:El Mest_FoldarDear Local Heaxh 1o jotn {he resw Heeth & Homelend flert Network (HHAN). Fleass bllow the link
Partner imsme textidoc o {he bablom of this =
El Miar Local Partnes imgle 1o join The vavwr Health f Homebased bt Hetwork (HHAN). Please follow the Lk
tendt.dor i The koo of Hhis

trkation = the Health & Homelnd Alert Hetwoak (HHATM). The HHAN progsam

i PP redipedoc
& wiill nod e ghle to suppaor 1
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Add Folder
1) Click on the “Add Folder” link next to the desired parent folder.

Current Main Group: SMARTTESTGROUP (SMARTTESTGROUP)

Shared Folder

Biack To heain Group J Hack To Man Fage ]

Search: |E'I|E" Fi kywiand e Fili and Folear Mame | _E!lﬂJ
nadress |/
e G
L1 Test_Faider 1 AdiFik
O Patricks_Sofder AddFolder ha3dFile  EditFolder  Dulbeds Fokdes
[ Scodts_Foider AddFoler  hddFile  EditFolder  Dalele Fokder
El EOD name list.doc BEB Dekete Fike

2) Enter a name for the new folder. Folder names cannot contain spaces or special characters.
3) Click “Add Folder".

Create New Folder

Go Back |

* Indicates a requined field

Folder Infarmation:

@

Folder Mame: [another_Folder &

@Aﬂd Folder | Peset | GoBack |
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Edit Folder Name
1) Navigate to the parent folder of the folder to be edited.
2) Click the “Edit Folder” link next to the folder to be edited.

Current Main Group: SMARTTESTGROUP (SMARTTESTGROUR)

Shared Folder

Biack To heain Group J Back To Man Page ]

Search: |E'I|E" thie kigvwiord bare File and Folear Mame =] Sanich
Radress: |/
& [ {root) AddFolder A File
L Test_Falder Add Folder  Au3d File
O Pabricks_foider AddFoldr ASdFik  EditFo Dulete Fobder
O Scolts_Folder AddFolder fu3dFile  EditFolder  Dulede Fokies
El EOD nami lis doc OEE Delete File

3) Enter a new folder name.
4) Click “Save”.

Edit Folder
1Go Back |

* Indicates a required field

Folder Information:

Folder Hame: Faficks_folder

®

Save |  Resat| GoBack

©)
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Delete Folder

Only empty folders may be deleted. Delete all of a folder’s contents to reveal the “Delete Folder” link.
1) Click the “Delete Folder” link next to folder to be deleted.

Current Main Group: SMARTTESTGROUP (SMARTTESTGROUR)

Shared Folder

Back To Main Group | Back Ta Man Fage |

Search: |E'llufl'luheg.wr:;|'r9ru Fili and Foldar Marme j Swanch
Rddress: |/
& I{root) AddFolder  AAd Fils
1 Tiest_Fabder Add Folder  Add File
O Pawricks_fofder AddFolder AddFils  Edit Folda E'QHIFD@
1 Scolts_Foider hddFolder AadFile  EditFolds Dl ol
EOD namm list.Sac BEE Delete Fike

2) Confirm your intent to delete the folder.

Shared Folder
Back ToMain Group | Back ToMain Page |

L INGE - e o it i dhichharvord dusars xfeare |
}_:-"' The hokder you delete & nok recoverable, Do you rasly mark bo delste this folder?
Raidress: |.l
o canesl |
©
£ IHroot) N/ pidFoldr  AXFk
[ Test_Folder fad Folder  Add File
) Patricks_folder hddFolder AddFile Bl Foldsr  Delete Foldar
OO Scotts_Fafder BddFoldr AddFile Bl Feldst  Delets Folds
El EQD name list.doc I5KBE Delste Fir
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Add File
1) Click on the “Add File” link next to the folder in which the file will be posted.

Current Main Group: SMARTTESTGROUP [SMARTTESTGROUP)

Shared Folder

Back T kain Group J Back To Man Fage I

Bearch:  [Ertes e keyward hare Fili and Folear Mame | _SBﬂJ
Ridress: |/
& I{root) Add Felder  24d
[ Test_Folder Add Folder @
O Paticks_Sofder AddFolder ha3dFile  EditFolder  Dulbeds Fokdes
[ Scodts_Foider AddFoler  hddFile  EditFolder  Dalele Fokder
El EOD name list.dox BEE Dekete P

2) Click “Browse” and browse to the file to be added.
3) Click “Upload”.
a. More than one file may be uploaded.
4) The file(s) details will be displayed once the upload is complete.
5) To remove a file from the upload list use the “delete” link next to the file name.
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6) Click on “Confirm” to complete the Add File process.
T.F-.F'«:-strarEI':l'ihel:p\.f Jﬁu—m iy ak iy
Hrpan particpa
1 M
Fils nasres: IFF‘F‘reli,nr-j:-c = | Ocen
Flesolnpe  [aifie: xl Cancel
Y
Uplead File: |l:‘.'l.|:h:u:umew15.:r-:|5em'|ga'l.skerf ) WUUH! : )
(Each e suet be b g2 than 350
File Name File Size Artion
B EoD na:: A KB Delete
Dear Lo Q h Partner invite — mm@
text.doc
Headsets to semil.doc HIAKB Dielete
FPP redus.doc 2400 KB Delste

o Back | Canfim @

Delete File

1) Click on the “Delete File” link next to the file to be deleted.
(continued on next page)

Current Main Group: SMARTTESTGROUP (SMARTTESTGROUP)

Shared Folder

Back To Main Group | Back Ta Man Fage |

Search: |E'llufl'lukva’,wr:|'er& File and Foldar Mame »| Search
Address: |/
& Iiroot) AddFollr i File
1 Test_Faider Add Foldr  Audd File
O Patricks_fofdes AddFolder A3dFile  EditFolds  Dalede Fokder
[ Scolts_Foider Add F File  EditFolr  Duwler Fokier
EOD name list.doc OFE Dets Fike
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2) Confirm your intent to delete the file.

Current Main Group: SMARTTESTGROUP {SMARTTESTGROUP)

Shared Folder

Back ToMan Group | Back To ko Page |

Search: |I:rrn|l'n kaysord ham

File aad Folder Hame

=] _Ssenn |

e page ot Iigs: o lep-dphl lh iy brdedi sirpe: !l_
I |r ik Thia Fills oy skt b vk mcmavme s, Do pon) el et o it Hhis File?

£ {rood Ox=miy
1 Test_Fol
O Padvcks_iakyer A Foldir ASiFile  Ede Folder  Dubeie Folder
O Scobls_Faksor Al Folkit ASLFle  Edi okl  Dabibi Fokdr
1 HRAaN MM Foldit ASiFle  Edi Fobdir  Dabibe Foldr
[Z] EO0Dnameisidsc LYE Dubiti File
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